» Navy Marine Cor ps I ntranet
A superior Intranet and the service to back it up

Microsoft Outlook Web . .
Access (OWA) . .

User Guide . .
® O

Final
Version 1.3

March 15, 2007

NMCI.60061.01.U+3.E eDS' NMCI

MNAVY MARIME CORPS INTRAMNET

Refer to pagei for the EDS Proprietary Statement.



Microsoft Outlook Web Access (OWA) User Guide

EDS PROPRIETARY STATEMENT

Contract No. N00024-00-D-6000
Electronic Data Systems Corporation
13600 EDS Drive, Herndon, Virginia 20171

This document contains commercial, confidential, and proprietary information of Electronic Data
Systems Corporation (EDS). Thisinformation is to be used only within the Department of the
Navy and only for the purposes specifically authorized in writing by EDS in connection with the
performance of the NMCI Contract (Contract No. N00024-00-D-6000). Do not use, modify,
reproduce, release, perform, or disclose this proprietary information (or any portion thereof)
outside of the Department of the Navy without prior written authorization by the EDS Contracts

Manager. This notice shall be marked on any authorized reproduction of this document, in whole
or in part.

Final, Version 1.3, March 15, 2007 i NMCI.60061.01.U+3.E

Use or disclosure of datain this document is subject to the restrictions on this page.



NM(‘I Microsoft Outlook Web Access (OWA) User Guide

Change History

This document was created using the most recent version of the nontechnical template. The Navy
Marine Corps Intranet (NMCI) Document Management Center (DMC) version of the blank
template is controlled. All other versions are uncontrolled.

BC Version Author or
Published/ . Section / Description of Change
. No. Point of Contact
Revised
0.01 Initial Draft.
10/16/06 1.0 Stephanie Boyles | Updated for Exchange 2003.
11/20/06 1.1 DMC Assigned document identification number. No
editing performed.
12/06/06 1.1.1 | Stephanie Boyles | Updated for Exchange 2003, placed in updated
template.
01/25/07 1.1.2 | Jennifer B. Updated for new OWA policies.
Murphy
02/01/07 1.2 DMC Finalized and converted to PDF.
03/14/07 1.2.1 | Jennifer B. Update template, updated for e-mail encryption,
Murphy SMIME Control Option, known issue between
IE 7.0 and Exchange 2003.
03/15/07 1.3 DMC Finalized and converted to PDF.

NMCI documents are identified on the title page as a draft or final, followed by the version
number. Draft and final documents are defined and numbered, as follows:

e |nitial drafts are documents that have never been finalized or approved for publication by the
owner, author, point of contact (POC), manager, or government Designated Approval
Authority (DAA). Thefirst draft is numbered version 0.01. Subsequent draft editions are
numbered version 0.02, 0.03, 0.04, and so forth.

e Finalsare documents that are completed and approved for official publication, such as
distribution, posting on the Intranet or Web, or submission to the government. The first final
edition is always numbered version 1.0. After that, versions are numbered 1.1 through 1.9,
2.0 through 2.9, 3.0 through 3.9, and so forth.

For more information about NMCI documentation, contact the DMC at NMCI AE-DMC.

Final, Version 1.3, March 15, 2007 ii NMCI.60061.01.U+3.E

Use or disclosure of datain this document is subject to the restrictions on pagei.



mailto:NMCI%20AE-DMC

NM(‘I Microsoft Outlook Web Access (OWA) User Guide

Contents
O [N I (@ 7 1 1O I [ ] PP 1
1.1 Why UseInternet EXplorer t0 ACCESS OWA? ..o iiiiiiiieiesesie s 1
1.2 TiPSTOr NEISCAPE USEIS.....cuiiiiiieiieeiieeie ettt st sse e be e sneesse e e 1
2. BEFORE USING OWA ...ttt s 2
2.1 REVIEW OWA POIICY....ccieiieeie e steeesee sttt ste et e e aesneesneeneenennneeneas 2
2.2 Complete OWA Policy AWareness ACHIVITIES.........ccveveeeeieerie et 2
2.3 Submit OWA Forms for Commanding Officer APProval ...........cceeeeeerieienenenenenennens 2
2.4 Obtain a CAC Reader, Driversand Middleware.............ccocoveievenininieiesesiese e 2
2.5 Obtain NMCI Network PassWOrd..........cccoeceiiereniesiese et nseeneas 3
2.6 Download and Install the SIMIME CONLIOl ..........ccoourieiienine e 3
3. LOGGING IN TO AND OUT OF OWA ..ottt nnnnnnnnnes 4
G0t R oo o 1 a0 N [ 18 (o 1@ 1T ST 4
3.2 LOgging OUL OFf QWA ..ottt ettt te e sae e ae e esra e seenaesreenseeneenreennn 7
4. RESETTING YOUR NMCI NETWORK PASSWORD .......cccoooeiiiiiiee 9
4.1 Reset Your NEtWOIrK PassWord.........cccoeeoeeioieenieii ettt 9
4.2 Automated PaSSWOrT RESEL...........cciiririeierierie et 9
4.3 ReSet PassWord VIAOWA ..ottt ettt st s sre et sneene s 10
5. MAIN OWA WINDOW ... snnnnnes 12
5.1 Viewing Folders and ShOrMCULS..........ccoeririrerininiee e e 12
5.2 Changing MESSAgE VIBWS.......ccuciuieiiiiieieeitesesee st eiteseesteestesseesseesseeeesneesseesesseenseennens 13
6. ACCESSING E-MAIL MESSAGES .......ootttiitiiiiiiiiiiiiiiiiiiiiiiieiieieieeineeneeneennnneeenennes 15
7. MAINTENANCE TASKS . ittt saaaaanssnannnanes 16
7.1 Deleting E-Mail MESSAgES.........cceriiieieieiesies ettt 16
7.2 Permanently Deleting E-mail MESSAgES..........cocveueiieiiecie et 17
7.3 Restoring Deleted E-mail MESSAES.........coviieriirieriereree e 18
8. E-MAIL MESSAGE BASICS .....uiiiiiiiiiiiiiiiiiiiiiiiiniiinenninnnnrnneesssennensnsnenneeesnnnnennnnenne 19
8.1 Downloading the SIMIME Control OPtioN ..........ccveeeieerieieseeseesee e seesee e e see e 19
8.2 Creating aNew E-mail MESSAJE........ccuiiiiiiee et 21
8.3 Sending Signed E-Mail MESSAQES........cciieiiiieeiierieeieseeste e see e sse e seeeeesreenaeeneens 23
8.4 Sending Encrypted E-mail MESSAgES........cccoiiiiiieeiiiniiriere ettt 24
8.5 Replying to an E-mail MESSAgE........c.ccveiiieieiiese ettt eaeeneens 25
8.6 Forwarding an E-mail MESSAQE.........civeiiieiiiiierieeie sttt te e sre e e steeneeneens 26
9. SEARCHING FOR RECIPIENTS ... 27
9.1 Adding Namesto E-mail MESSAgES........coviirieririeieee et 27
9.2 Removing Names from E-mail MESSAgES.........ccccveiieieeie ettt 28
10.APPLYING OPTIONS TO AN E-MAIL MESSAGE .......coovviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeee 29
10.1 Marking an E-mail Message as Important or SENSItIVE..........ccccverereneeieeiecne e 29
10.2 Setting Up NOtification MESSAJES .......ccveieeieieieeie ettt s nas 30
10.3 Creating an AutomatiC REPlY MESSAgE. ......cc.eeiieriiiieieee et 31
10.4 Adding an Attachment to an E-mail MESSage.........ccccveeeieeieeiesieseece e 32
Final, Version 1.3, March 15, 2007 i NMCI.60061.01.U+3.E

Use or disclosure of datain this document is subject to the restrictions on pagei.



NM(‘I Microsoft Outlook Web Access (OWA) User Guide

11.USING THE OWA CALENDAR......ci ittt 35
11.1 Scheduling an APPOINTMENE.........ccoiiieiieie e ee et sre e sreesre e e sreennas 35
11.2 Scheduling and Inviting Individuals to an ApPpPoiNtMENt ...........ccccevererieeienenesese e 38
11.3 Appointment Fields and DESCIipLiONS..........c.civeieiiereeie et 40
11.4 Scheduling Recurring ApPPOINIMENTS........c.oieiierieiiereeie e e 41

11.4.1 Daily OPUiON.....cccueiierieeieseesieeieesee e eee e saeeaesseestesseesseessesseesseensesseesseensesneessens 42
11.4.2 MONENTY OPLION. ......eiiieiiiieieee ettt s sre e snee e 43
11.4.3 YEAIY OPLION.......ccieiieeeciesie ettt e et esre e aesreesreennesneenens 45
11.4.4 Recurring Appointment Fields and Definitions...........cccoceveiininnenenieneeins 47
11.5 Modifying an APPOINTMENT.........ciirieieieriesie st sr s sre e e 48
11.6 Accepting and Declining an INVItation .............cooeiieiieie s 49
11.7 Calendar Toolbar Buttons and DefiNitioNS...........coceveeeeiierierine s 50

12.FOR MORE INFORMATION OR ASSISTANCE ......ccoovviiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeee 55

Tables

Table1: Logging INTO OWA ...ttt bbbt be b 4

Table 2: Logging OUL OF OWA ...ttt sttt b bbb e e ne s 7

Table 3: Resetting your NMCI NetWOrk PaSSWOrd ...........c.ccoeeeeeeiienieneniesesieseses e 9

Table 4: Resetting your NMCI Network Password VIAa OWA .........ccoieeieceeceece e 10

Table5: Viewing FOlders and ShOMCULS..........cccooiirirerineseeeee e 12

Table 6: Changing MESSAgE VIBWS.........cccueieeiieeieseesie e sttt ae e sae et e e aeenesneesreenne e 13

Table7: Accessing E-Mail MESSAgES ........coviiiiiieie ettt 15

Table8: Deleting E-Mail MESSAQES........cciveiuiiiereeiieceesieesteseesteesieseesseessesseesseesesseesseesesnesssennes 16

Table9: Permanently Deleting E-Mail MESSAQES ........ooeriiiiiniiiieeee e 17

Table 10: Restoring Deleted E-mail MESSAJES.........cccveiirieiiierieeieseesieese e seeste e e enee e sseenes 18

Table 11: Downloading S'IMIME Control Option..........cccieiiniereneeneereee e e 19

Table12: Creating aNew E-mail MESSAE .......cccveiiriirieriesiereeeeee ettt 21

Table 13: Sending aSigned E-mail MESSAQE ........cceveeiiieieiiiesecie st 23

Table 14: Sending an Encrypted E-mail MESSAgE.........c.ooiiiiiiinieeeeee s 24

Table 15: Replying to an E-mail MESSAQE.........coveiiiiieiieiie ettt 25

Table 16: Forwarding an E-mail MESSAgE.........ccceeiiiiiereie e 26

Table 17: Adding Namesto E-mail MESSAJES........cccecvieeririieiiesieesieeeeseesie e e e eee e sse e 27

Table 18: Removing Names from E-mail MESSagES........cccceciriireriinie e 28

Table 19: Marking an E-mail Message as Important or SENSItIVE........cccccvevereereereceesee e, 29

Table 20: Setting Up NOtifiCation MESSAJES ........ocveieeiierierieerie et 30

Table 21: Creating an AutomatiC REPlY MESSA0E ........oceeivieieiee e 31

Table 22: Adding an Attachment to an E-mail MESSage.........cccvevvveeveeieceece e 32

Table 23: Scheduling an APPOINTMENT .........ceiiiieieee e 35

Table 24: Scheduling and Inviting Individuals to an Appointment...........cccceecveceevecieceeseenene, 38

Table 25: Appointment Fields and DESCIiPLIONS .........ccuiiririerieresese s 40

Table 26: Scheduling Recurring APPOINMENES.........cccoiieiieiiere e 41

LI o LD A = YA @ o o o SRR 42

LK o (=22 1V Lo 1101 YA @ o] o I 43

Final, Version 1.3, March 15, 2007 iv NMCI.60061.01.U+3.E

Use or disclosure of datain this document is subject to the restrictions on pagei.



NM(‘I Microsoft Outlook Web Access (OWA) User Guide

Table 29: YEATY OPLION ..ottt b e enes 45
Table 30: Recurring Appointment Fields and Definitions............cccccveveveeiecce e, 47
Table 31: Modifying an APPOINTMENT .........coiiirieiererere e sre e 48
Table 32: Accepting and Declining an INVItation............coveeeveneese e 49
Table 33: Calendar Toolbar Buttons and DeSCriptioNns...........ccecereeieninneenieneeseese e 50
Final, Version 1.3, March 15, 2007 v NMCI.60061.01.U+3.E

Use or disclosure of datain this document is subject to the restrictions on pagei.



Microsoft Outlook Web Access (OWA) User Guide

1. INTRODUCTION

Welcome to the NMCI Outlook Web Access (OWA) User Guide. This guide provides
information on how the user can access Microsoft Outlook mail, calendar, and other items using
the Internet.

OWA allows you to send, receive, create, reply to, forward, and delete e-mail messages from any
workstation, including those not connected to the NMCI network. While connected through
OWA, you can access your e-mail, calendar, and contacts following the same steps you usein
Outlook.

For alist of current abbreviations, acronyms, and terms, click the following link: NMCI Master
Abbreviations, Acronyms, and Terms. For additional information, see the latest version of NMCI
Naming Sandards, D400.11939.01, available from the Definitive Software Library (DSL).

1.1 Why Use Internet Explorer to Access OWA?

To take full advantage of all the features of OWA, use Internet Explorer, version 5.0, or later.
Although other browsers will work, certain features and functions are available only when using
these versions.

1.2 Tips for Netscape Users

For Netscape users, who need help with Internet Explorer; review Tips for Netscape Users Help
in Internet Explorer. It includes alist of Netscape terms translated to Internet Explorer terms, as
well as information on how to use Navigator shortcuts in Internet Explorer. To access Tips for
Netscape Users, open Internet Explorer and from the menu bar, click Help and For Netscape
Users.
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2. BEFORE USING OWA

Before using OWA to access your NMCI e-mail, you must review the policy regarding OWA
usage; successfully complete the OWA Policy Training CBT module on Homeport to certify
your awareness of OWA policy; submit your Certificate of Course Completion, OWA User
Responsibilities and Acknowledgement and Request for Remote Access forms to your
Commanding Officer (CO); ensure that you have a valid Common Access Card (CAC), CAC
reader, drivers, CAC middleware, your current NMCI network password; and successfully
download the Secure/Muultipurpose Internet Mail Extensions (S'MIME) control option.

2.1 Review OWA Policy
To review current OWA Policy on Homeport:

— Navy users: Department of the Navy (DON) policy regarding OWA usage.

— Marine Corps users: Marine Corps policy regarding OWA usage; scroll to Outlook Web
Access (OWA) and select the DON CIO Interim OWA Guidance document.

2.2 Complete OWA Policy Awareness Activities

Y ou must successfully complete the Outlook Web Access (OWA) Policy Training CBT module
on Homeport to certify your awareness of OWA policy and print out the Certificate of Course
Completion.

2.3 Submit OWA Forms for Commanding Officer Approval

The Certificate of Course Completion of OWA Policy, OWA User Responsibilities and
Acknowledgement, and OWA Request for Remote Access forms must be printed out, completed
and sent to your CO for approval.

2.4 Obtain a CAC Reader, Drivers and Middleware
If you need to obtain a CAC reader, drivers and CAC middleware, such as ActivClient, to access
OWA, consult your local Command or one of the following web sites:

e Navy users: Navy INFOSEC web site
e Marine Corps users: MCNOSC web site
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2.5 Obtain NMCI Network Password

If you do not know your current NMCI network password, it can be reset from the NMCI
network using your CAC and the Automated Password Reset Tool. Refer to the User Tools
section of Homeport for detailed instructions on utilizing this tool:
http://homeport/user_tools.asp.

2.6 Download and Install the S/IMIME Control

Downloading the SSMIME control option alows the OWA user to view signed, encrypted or
signed and encrypted e-mail messages. The steps for this process are covered in Section 8.1:
Downloading the SMIME Control Option. Signing of e-mail isrequired per NTD 07-06 for
Navy and per 171415Z May 04 PKI for Marine Corps.
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3. LOGGING IN TO AND OUT OF OWA

During your OWA session use only awired internet connection, ensure that no wireless
connections are turned on and that no other web browsers are open. This section describes how
tolog into and out of OWA.

3.1 Logging In to OWA
Tologinto OWA, perform the stepsin Table 1.
Tablel: LoggingInto OWA

Seps

1.| Open your Internet Browser (e.g., — o

Internet Explorer, Netscape.). Insert =
your CAC into the CAC reader. Enter
your CAC personal identification
number (PIN), if prompted.

NMC] HomEPORT

Note: Although other web browsers
will work, certain OWA features and o
functions are available only with (4

Internet Explorer 5.0 or later versions. e
Using the recommended browser allows T T
you to perform all tasks properly. —————]

2.| Click within the Address field of the browser, and delete the current address. Type the
appropriate URL exactly asit appears below:

o Navy users: https://webmail.nmci.navy.mil

e Marine Corps users. https://webmail.nmci.usmc.mil

Click the Go button or pressthe Enter key on your keyboard.
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Seps

*| The Client Authentication or (Choose a
Digital Certificate) window appears.
Select your Identity Certificate. Click
OK.

Note: If the Public Key Infrastructure
(PK1) from your CAC is not loaded into
Internet Explorer, refer to the Common
Access Card Quick Reference Guide.

Client Authentication H

r Identification

The Web zite pou wart to view requests identification.
Select the certificate to use when connecting.

Smith.Jack 020857 %456

Mare Infa... | \-"iewCertificate...l

e

Cancel |

.| The ActivCard ActivClient Login
window appears. Enter your CAC PIN
when prompted. Click OK.

ActivCard ActivClient Login I

el —

a5
S R

Built on ActivGard Gold Technology®)|
——— T s

o ]

Cancel

If the Security Information pop-up screen appears, click Yes.

.| The Enter Network Password dialog box appears.

.| Inthe User Name field, enter your NMCI domain (for example nadsusea, nadsuswe, medsus,
mcdsp, or pacom), followed by a backslash and your NMCI user name.

e For example, Jack Smith’s user name is jack.smith and his domain is nadsusea.
Therefore, Jack types nadsusea\jack.smith in the Domain/User Name field.

If you do not know your NMCI domain, refer to the Five Important Facts about your NMCI
Workstation under the Quick Tips section of Getting Started.

In the Password field, enter your NMCI network password. Click OK.
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9.| Wait while you are connected to the et o o

Ele Ed Wew Fyaeles Lok Help

mail server. When connected, the main e S e e

Akt [ ] b st e rarey e BN
Microsoft Outlook Web Access window | _
appears. ?'Ts'ijmmf'”?:l"” Sitithiet G R E—
For security purposes OWA sessions Tl =R G
will time out after fifteen (15) minutes B
of inactivity. Should your session time S | |e—————
out, smply log on again. . ;m::. R
(NMC] Gsertert o
Software Installation )
Summany :e:::::l:::;:ﬂh\v;hel\-dwtﬂiﬂﬂ-'Usr\!"'*‘leuum-u-:swalem-_noqm.r.
4 J ,;]:[

3 [ e 4
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3.2 Logging Out of OWA

Y ou must end your e-mail session by closing al e-mail files, logging out of the OWA session,
clearing the web browser cache, closing all browser windows, and turning off the workstation.
Seep and Sandby modes are not acceptable.

To log out of OWA, perform the stepsin Table 2.
Table2: Logging Out of OWA

Seps
1. | Closeadll e-mail files.
Click L og Off from the
Outlook Web Access ' Loq OFf
window to terminate your e FEERSA
OWA session.
3. | Note: Do not close the
Outlook Web Access Log
Off window at this point.
E n Microsah Office
_.0utlook Web Access
Prowided by Microson Exchange Saneer 2003
To complate the lag off process and prevent other users from opaning your madba, you
st dlose sl browser windowss and exit the browser application.
Com|

Perform one of the sets of steps below, based on your web browser, to clear the web browser
cache from your workstation and close all web browser windows.

Internet Explorer 6 Internet Explorer 7 Netscape
4. | Open the Tools menu. | Open the Tools menu and Open the Edit menu. Select
Select Internet select Internet Options.... | Preferences. Click the“+” next to
Options.... From the General tab, click | Advanced to expand the menu.

Delete... under the
Temporary Internet Files

heading.

5. | From the General tab, | From the Delete Browsing | Click Cache. Click Clear Disk
click DeleteFiles... History window, select Cache. At the Disk Cache pop-up
under Temporary Deletefiles.... window, click OK.

Internet Files. At the Delete Files window,
click Yes.
Final, Version 1.3, March 15, 2007 7 NMCI.60061.01.U+3.E
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Seps

6. | Fromthe Delete Files | From the Delete Browsing | Click Clear Memory Cache. At
pop-up window, select | History window, click the Memory Cache pop-up window,
Delete all offline Close. click OK.
content, if desired.

Click OK.

7. | Click OK to exit Click OK to exit Internet Click OK to exit Preferences.
Internet Options. Options.

8. | From the web browser | Click Close to close the From the web browser menu click
menu click File| Outlook Web Access File| Close.

Close. window.

9. | Closeall of the web browser windows to securely log out of OWA.

Note: Y ou must close all web browser windows to securely log out of OWA. For
additional details, refer to the Navy policy or the Marine Corps policy regarding OWA
usage.

10. | If this Microsoft |nternet Microsoft Internet Explorer |
Explorer message window S _
appears, click Yes, @ The Web page you are viewing is trying to close the window,

Do you want ko clase this window?
i)
11.| At the Outlook Web Access Microsoft
window, click Close.
En Microgof Office
_3.0utlook Web Access
Prowided by Microsof Exchange Sender 2003
Tis complete the g off process snd prevent other users From opssning pour malba, you
must close ol browser windows and exit the browser application.
=2
12.| Immediately turn off your workstation. Seep and Standby modes are not acceptable.
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4. RESETTING YOUR NMCI NETWORK PASSWORD

There are two preferred methods for resetting your NMCI network password, which are
performed while you are logged in to an NMCI seat with your CAC in order to authenticate your
identity.

4.1 Reset Your Network Password

If you want or are prompted to change your password, perform the stepsin Table 3.

Table 3. Resetting your NMCI Network Password

Seps

1. | Connect your laptop to a docking station or port replicator. Log on to the NMCI network.

2. | PressCtrl + Alt + Delete. The Windows Security window appears. Click Change
Password.

3. | Inthe Old Password: field, enter your existing NMCI password.
In the New Password: field, enter your new password.
In the Confirm New Password: field, re-enter your new password.

Note: Your Electronic Data Interchange Personnel Identifier (EDIPI) displaysin the User
Name field if you have logged on with your CAC. This till changes your NMCI network
password; it has no effect on your CAC.

4. | Click OK.

For additional information on changing your NMCI password through Windows, refer to
Password Tips for RAS Users within the Training section of Homeport.

4.2 Automated Password Reset

The Automated Password Reset (APR) web site enables you to reset your NMCI network
password, used for services such as OWA and remote network access, using your CAC. The
APR web site isavailable at https://pwdreset.nads.navy.mil from a Navy seat or
https://pwdreset.mcds.usmc.mil from a Marine Corps seat. Refer to the Automated Password
Reset Quick Reference Guide for complete instructions.

Please note that this tool cannot be used to change the PIN associated with your CAC. You
should only use the APR web site to reset your password if you have forgotten your NMCI
network password. Y ou should not use either of these two sites for routine password changes.
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4.3 Reset Password via OWA

Should it become necessary, you can reset your NMCI network password through OWA,
although, it is not the preferred method.

Note: After you change your password through OWA, your network password has been
changed.

To change your network password through NMCI OWA, perform the following stepsin Table 4.

Table4: Resetting your NMCI Network Password via OWA

Seps

1. | Under Folder Ligt, click Options. Scroll to the Password section. Click Change Passwor d.

In the Internet Service Manager window,
enter the following information in to the
appropriate fields:

e Domain: (nadsusea, nadsuswe, mcdsus, 3 15 - Authentication Manaper SHIE
mcdsjp, or pacom). (If you do not know .
your NMCI domain, refer to the Five Internet Service
Important Facts about your NMCI Manager
Workstation under the Quick Tips o ndermet nfimadon Serves 61
section of Getting Started.) Domain —
e Account: Enter your NMCI user name st
(i.e., Jack.Smith). i pasd
Hew password l—
e Old password: Enter your current Confrmnew password[
NMCI network password.
[ ok ] cCancel | Resst |
e New password: Enter your new NMCI
network password. i

e Confirm new password: Enter your new
NMCI network password again.

3. | When creating your new NMCI network password, your password must follow the NMCI
password requirements located on Homeport. For detailed instructions, refer to:
https.//www.homeport.navy.mil/training/accounts/requirements/.

4. | Once al of the fields are complete, click OK.
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Seps
5. | A Password successfully changed message R e |
appearsif the reset was successful. Internet Service
Click the Back to link displayed in the Manager
window to return to your NMCI OWA ;
. Paszword successfilly changed
session.
" Back to
i I_ri-'l
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5. MAIN OWA WINDOW

This section describes the main OWA window features.

5.1 Viewing Folders and Shortcuts

To view the folders and shortcuts, perform the stepsin Table 5.

Table5: Viewing Foldersand Shortcuts

Seps
1. | Theleft side of the main window includes the Folder List and a Button Bar.
To view the Folder List, click ] Foiders T
FOI der S. = S User, Sally MRFE
The Folders List contains all S Cande
folders stored on the exchange {z] Deleted Items {13)
server. Any subfolders created i
on the exchange server are 5 Jounal
H [z Junk, E-mail
displayed as well. — o
Note: Personal folders (PST j’ E:;Z”:eceipts
files) will not be viewable. [ Serit Tterns
) Sync Issues
E/: Tzsks

3. | Inbox, Calendar, Contacts,

Options, and any Public Folders . Inbox
that the user has permissions to | calendar
can be accessed from the Button 8=l Contacts
Bar. j Tasks

j Public Folders

ﬁ Rules

o

~~-| Dptions
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5.2 Changing Message Views

To change the message views, perform the stepsin Table 6.

Table6: Changing Message Views

Seps

1. | The OWA toolbar
includes a View field,
which allows the user
to change the way
messages are viewed.

Trwo-Line View
Messages
(1| From Unread Messages

Subject | By Sender
By Subject
By Conversation Topic

Unread By Conversation Topic
Sent To

2. | From the View field,
select aview from
the drop-down list of

options.
The View option
selected will be

applied to the folder
currently being
viewed.

The following are the options to choose from in the View field:

Two-Line View — Displays the first two lines of the messagesin the
folder.

Messages - Displays all messages in the folder.

Unread Messages - Displays messages that have not been read.
By Sender - Lists messages by sender.

By Subject - Lists messages by subject.

By Conversation Topic - Lists messages by topic.

Unread By Conversation Topic - Displays messages (that have not
been read) by topic.

Sent To - Displays messages to the person(s) which the e-mail was
sent.

Final, Version 1.3, March 15, 2007
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3. | Select the group of
messages to be
viewed by clicking
the Sender, Subject,
or Conversation
Topic column.

Thelist of messages
under the selected
item displays.

Items “ wickt [ 4 b

] Folders O (3] fadnew = 3K e G o [ 2 | Bhee {Lag o
S v, sobeers [ BlFem
28 Calendar | Subject [
ia] Contacts ™
s 1 Usar plst - Softwaes Trataa dobs Reader 7,08

[ Inben
5 deurnsl

NMICI User Alert - Software [nstallation for Adobe Reader 7.0.8

nadsuswe ussrcom rmurk@omci-isf.com [nadsuswe, usercommunidnrmci-gfoom]

Ta:

£

a I L[—I

[ 5 [ et i

Thisis an example of messages listed by time Received. Other
options are to view messages by: Conversation Topic, Subject, and
Unread By Conversation Topic in Two-Line View.

Fina, Version 1.3, March 15, 2007
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6. ACCESSING E-MAIL MESSAGES

To access e-mail messages, perform the stepsin Table 7.

Table7: Accessing E-mail Messages

Seps

The user can check for new e-mail during any OWA session.

2. | Click the Check for
New M essages icon.

Any new messages
are displayed in the Ahew * | Ll |E vm D @) Hel
user's Inbox. New Snew = |25 X |Ca Gl | - [P G| @ Help

messages display in a
bold font until they

are opened.
3. | Toread amessage, IR o
. bty etz el Foreerd 2, 09 * ¥ Gt
double-click on the RS sy B
[t s st e, (oo
message. .
After reading the ::::"r. RPECT Lner et « Softoesr e et allation fov Adobe Reader 704
m e’ CIiCk CIO% m:lti::f':;l:-:;-'::!wr‘:::hmﬂ-Nthw fer Hmnding snd Reporiing Webafis Redirection
( 5') __...'......'-.';.'..;...a_...:

rrrrrrr

o

Note: To view an open message as aweb page, click the View As Web Page link above the
Wl
message field. ==

Note: Do not use the Reading Pane option to view messagesin OWA.
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7. MAINTENANCE TASKS

OWA alows the user to view, read, and respond to messages by accessing the user’sNMCI e-
mail account through the Internet. When using OWA, the same e-mail account accessed through
Microsoft Outlook on the NMCI seat is used. The user’s account has a50 MB limit on the NMCI
Exchange e-mail server. To manage the limited space available, delete any unwanted items and
frequently empty the Deleted Items folder.

7.1 Deleting E-Mail Messages

To delete e-mail messages, perform the step in Table 8.
Table8: Deeting E-Mail M essages

Seps

1. | Locate and click the
message to be
deleted.

Click Delete.

This moves the
message to the
DeIetedItemsfoIder. Sinew ~ |2 X Ck G S (F < |5 2 G| @ Help
It does not delete it
from the 50 MB
[imit. It must also be
deleted from the
Deleted Items folder
to reduce the size of
the mailbox.
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7.2 Permanently Deleting E-mail Messages

When deleting a message, it is moved to the Deleted Items folder, but it is not permanently
removed from the mail server. To permanently delete messages from the mail server, the Deleted
Items folder must be emptied.

To permanently delete e-mail messages from the Deleted Items folder, perform the stepsin
Table 9.

Table9: Permanently Deleting E-Mail M essages

Seps
1. CI'Ck the Del eted |temeO| del’ J Folders o [

= £ User, Sally NRFK
i Calendar
&= Contacts
@ Deleted Items (19)
[# Drafts
=] Inbox
4 Journal
I Jurk. E-mail
o | Notes
= Outhox
[ Read Receipts
= Sent Ikems

E Ca avnc Issues

i’i Tasks

2. | Click the Empty Deleted Itemsicon. ‘_ﬂNew o [ e S [ERAEWe1 5] I [ | @ Help

3. A MI Cr wat I nter net EXp| Orer Microsoft Internet Explorer
confirmation window appears asking the
user to confirm the deletion.

Click OK.

'@ Are you sure you want to permanently delete all the items and subfalders in the Deleted Items folder?

= e |
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7.3 Restoring Deleted E-mail Messages

To restore deleted e-mail messages, perform the stepsin Table 10.

Table 10: Restoring Deleted E-mail M essages

Seps

1. | Click Deleted I tems.

The contents of the Deleted
Items folder are displayed.

| J Folders LS EY
= S User, Sally MRFE
(] Calendar
&= Conkacks
@ Deleted Items (17}
LA Drafts

= Inbox

JE Journal

fa Junk E-rmail
J Motes
= Oukbox
[C3 Read Receipts
= Sent Ikems

H [ Sync Issues
é]‘ Tasks

2. | Click the Recover Deleted
Itemsicon.

I

Jan oy T P = =3
e~ 5 X [ S H - 50 3 [@1|w) @ne

3. | The Recover Deleted Items
window displays. Click the
message(s) to recover.

Click Recover.

The recovered message(s)
are moved to the Deleted
Items folder.

Click Close.

/3 Recover Deleted Items - Web Page Dialog x|

Recover Deleted Items JEER to 209 0f2ss 1] € B B
@ Recaver }( Permanently Delete @) Help
0 |5ub]ect |De\etad on I_ Received
=] NMCI User Alert - Termina... Thu 10/5/2006 7:15 AM NMCI User Communication... Fri 9/22/2006 5:55 PM ;I

NMCI User Communication... Fri 9/22/2006 5:55 PM
NMCI User Communication... Mon 9,/18/2006 6:47 PM
NMCI User Communication... Fri 9/15/2006 5:54 PM
NMCI User Communication... Thu 9/7,/2006 7:56 PM
HIMCI User Training Wed 9/20/2006 £:07 PM
HIMCI User Training Wed 9/20/2006 £:07 PM
HMCI_User_Comm@nmei-isf.com Wed 9/27/2006 7:43 AM

=l NMCI User alert - Termina... Fri 10/6/2006 12:51 PM
=1 NMCI User Alert - Mandato... Thu 10/5/2006 7:15 AM
=] NMCI User Alert - Termina... Thu 10/5/2006 7:15 AM
=1 NMCI User Alert - Unautho... Thu 10/5/2006 7:15 AM
3 what's in Your Toolbox? Your ... Thu 10/5/2006 7:15 AM
(5 what's in Vour Toolbox? Your ... Fri 10J6j2006 12:51 PM
5 MMCT User Alert - Software In... Thu 10/5/2006 7:15 AM

i KN

‘hltps:/f‘webma\\.nmc\ navy.mil/exchange/stephanie, boy\es./‘De\eled"/=2ﬂltemsw"cmd:showdalaled&l|‘ Intemet
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8. E-MAIL MESSAGE BASICS

In order to use OWA to send signed, encrypted or signed and encrypted e-mail messages, users
must download the SMIME control option. Signing of e-mail isrequired per NTD 07-06 for
Navy and per 171415Z May 04 PKI for Marine Corps.

8.1 Downloading the S/IMIME Control Option
To download the SSMIME control option, perform the stepsin Table 11.

Table 11: Downloading SMIME Control Option

Seps
1. | Loginto Outlook Web Access.
Click Options on the g T
Button Bar. ol IO
1 _:_‘ﬁ Calendar
8| Contacts
;fli lTask_s
:_ﬂ Public Folders

2 pules
--| Dptions I

3. | From the Options
window, scroll down to

| E-mail Security

. . 9 Click here to install the latest version of the 5/MIME Control, When the file download dialog appears, choose Open.
E-mail Security. =) T ]
Click Download.
4. | At the File Download File Download |
dialog window, click .
Open & Some files can harmn pour computer. If the file information below
pen. q looks suzpicious, or you do not fully truzgt the source, do not open or
zave this file,
File name: setupmcl. exe
File type:  Application
Framn: webrnail. et nasy. mil
& Thiz type of file could harm vour computer if it contains
malicious code.
Would pou like to open the file or zave it to your computer?
Open Cancel tore Info
[V | &lweps aslk befare opening thiz pe ok file
Final, Version 1.3, March 15, 2007 19 NMCI.60061.01.U+3.E
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Seps

At the File Download - Security Warning dialog window, click Run.

When the download is
complete, you are
returned to the Options
page.

Under the E-mail
Security subheading,
click the checkbox next
to Add a digital signature
to outgoing messages, to
set the default for all
draft outgoing e-mail

Messages.

£i% Outlook WebAcce: B options

|| Folders % [~] |ld save and Close | Close| @) Help JlogOff
2 3 Smith, Jack T Af'g« [[] 1anore wards in UPPERCASE ~
(3] Calendar
g3 Contacts (1) O tgnore words with numbers
& 3 Deleted Ttem: [ Aways check speling before sending
8 ':-ﬂ ][_’::::([:;}) I'Selict the language of the F‘Jish‘onary to use while checking spelling:
5 Jourrel [ (ekctalanguage) ¥
Ca Jurk E-mai 7
|| Nates E-mail Security
[ Outbox 9 _ [ Encrypt contents and attachments for outooing messages
& ] PocketMirrar \_!m_l
Sent Items I Add a digital signature to outgoing messages
® g Synclssues @ Click here to install the Iatest version of the S/MIME Control. When the file dawrioad dislog appears, choose Open,
< | ks Re-install

Click Inbox on the
Button Bar to create an
S/MIME enabled e-mail

message.

Public Folder

......................
-
1 R LT

=

I e r
'Jj ‘Options

2 enbdondc i R TS R T R W AR T
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8.2 Creating a New E-mail Message
To create anew e-mail message, perform the stepsin Table 12.

Table12: Creating a New E-mail Message

Seps
1.| Click New. Lanew - |23 X o @3 |5 - |5 0 W] @ e
2_ The Untltled —_ .ﬁ Untitled -- Message - Windows Internet Explorer
Me$age .B_ https:,l’,l’webm‘_ail.nmci.navy.mi_l_;’exchange,l’ i )’Drafts.l’?Cm_d=new&mwme=1 _V: ﬁ
window s_-JSend|H Slawolar e |3_{ -u|ﬂﬂpﬁons---!@HELu
ears. -
P
Inthe To..., Ber.
Cc...,or Bcc... Subject
fields typethe Normal + || Arial viov|]A BT U= == = i= &= &= 1 7
display name(s)
or e-mail
addresses of the
recipient(s).
https:f fwebmail nmci. navy. milfexcchange Unknown Zone (Miced) F 100% -

Note: The display name is the name that appears when an e-mail is sent from an individual’s
NMCI mail account. The display name format is typically last name, first name. If aperson’s
display name or e-mail address is unknown, search the Global Address List (GAL).

3.11In the Sjbj ect: fl el d, {2 Untitled -- Message - Windows Internet Explorer

type ashort dexrl ptl on €] http_s:,i,l’webm‘_ail.nmci.navy.mli_l_,iexchangef ) {Drafts{?Cmd=newtmime=1 o8 ﬁ |
of them e. EJSend‘H =é|g < 0 IE,/\ [ |3_l -u|§1 Dpﬁons...!:@)HeLu

o
In the Message box,
type the body of the Bec...
message. Subject

?Normal .v;éAria.I. _.v:;IU "é BIUSZ=E = i {= 4 21 1
)
https:ffwebmail,nmei.navy. milfexchange) Unknown Zone (Mixed) H100% v

Note: There are additional tasks to perform before sending a message. For example, a message
should be signed or encrypted and the message Sensitivity level can be marked as Normal,
Personal, Private or Confidential. For more information, go to Table 13: Sending a Signed E-
mail Message, Table 14: Sending an Encrypted E-mail Message, or Table 19: Marking an E-
mail Message as |mportant or Sensitive.
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4. TO %nd the m%age tO {Z Untitled -- Message - Windows Internet Explorer |
the I nlel dual (S) |E, htkps: {fwebrnail.nme . nawy miljexchange! [Drafts/?Cmid=newiminme=1 v| ﬁ;_l
‘g . =) d b | 4 B3 895 ions... | @)
specified, click Send. i 2 7 6l 1 8 e o e
Bec...
Subject:
| Normal :H-ﬁ.ﬂuial ;H££| é BIUS=SZ=Z=!:!( (= i £ 7 ™
https: | fwebmail.nmei.navy. milfexchange! Unknown Zone {Mixed) Eo00% v
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8.3 Sending Signed E-mail Messages

Inserting a signature into an e-mail message does not protect the information. If you want the
information protected you must sign the e-mail message. Signing reassures the recipient that you
arein fact the individual sending the message and that someone else did not “spoof” your e-mail
address.

Note: Y ou must download the SSMIME control option before sending a signed, encrypted, or
signed and encrypted e-mail message as explained in Table 11: Downloading SMIME Control
Option.

To send asigned e-mail message, ensure that you have downloaded the SSMIME control option,
and then perform the stepsin Table 13.

Table 13: Sending a Signed E-mail M essage

Seps

1. | Click New to compose a message.

Add arecipient(s) for the message and fill out the message fields.

3. | Onthetoolbar, click the

Add digital signatureto . : e . .
thismessageicon. (The | ‘=dsend el 4 & % I 8. 1 & ElLIZIﬂ Options... | @) Help
yellow envelope with the

red ribbon.)
4. | Click Send.
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8.4 Sending Encrypted E-mail Messages

To ensure that the information contained within the e-mail message is protected, you must
encrypt the message. Ensure that the message is not sent as “plain text”, since a plain text
message will not be a protected or encrypted e-mail message.

To send an encrypted e-mail message, ensure that you have downloaded the SSMIME control
option, and then perform the stepsin Table 14.

Table 14: Sending an Encrypted E-mail M essage

Seps

1. | Click New to compose a message.

2. | Add arecipient(s) for the message and fill out the message fields.

3. | On thetoolbar, click the
Encrypt message
contentsand
attachmentsicon. (The
yellow envelope with a

_ISE_nd:.ﬂ j-_& v 0 :E,/: [ EE "i_I?Eijﬁuns...i@}Help

blue padliock.)
4. | Click Send.
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8.5 Replying to an E-mail Message
To reply to an e-mail message, perform the stepsin Table 15.
Table 15: Replying to an E-mail M essage

Seps

Note: These procedures should not be used to reply to a meeting invitation. The exhibit below
displays a meeting invitation icon and aregular e-mail icon so that the user can tell the difference
between the two types of messages. To reply to a meeting invitation, perform the stepsin Table
32: Accepting and Declining an Invitation.

Fram

Subject
Invitation - EX Homeport_KM
Mews Meeting
-] Homeport Knowledge Manager Thu 10,/12/2006 10:22 AM

E-mail M essage Mew Message

1. | Double-click the message in which to reply. The message opens in a new window.

2. | Toreply to only the individual who sent the message, click Reply.
Toreply to al the individuals addressed in the original message, click Reply to all.

2 % |4 ¥ | @) Help

._,;\;; Reply |£.§ Reply to all |£Q; Forward |qj f.; L%‘

3. | A new message window appears with the recipient name(s) in the To... and/or the Cc... field.
The original subject lineis preceded by RE: (regarding). In the Message field, type the
message and click Send. The message is sent to the specified individual(s).
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8.6 Forwarding an E-mail Message
To forward an e-mail message, perform the stepsin Table 16.

Table 16: Forwarding an E-mail M essage

Seps

1. | Double-click the message to be forwarded. The message opensin a new window.

Click Forward. A copy of the message displays in a new window.

.q.FlepIyi @ Reply ko all = Mot LE. > | £ | &) Help

3. | Inthe To... field, type the display name or e-mail address of the person(s) to receive the
message. If text needs to be added to the original message, type the text in the message field.

4. Click Send. The mess%\ge isforwarded tothe specified individual(s).
—Isendl = =4 _-ﬁ v |E/| |':LI ] | JDphnns l ! Help
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9. SEARCHING FOR RECIPIENTS

OWA includes a Find Names feature that allows a user to search for another user’s e-mail
addressin the GAL or the user’s personal Contacts list.

9.1 Adding Names to E-mail Messages

To add names to an e-mail message, perform the stepsin Table 17.

Table17: Adding Namesto E-mail Messages

Seps
1. Wlthl n an e—mal | message, ff Untitled -- Message - Windows Internet Explorer
CIICk TO £| http_s:,l’;’webmgil.nmci.navy.m}_l_;‘exchange;‘ B {Draftsf?Crnd=newsmime=1 _v! ﬁ |
;_-Jsm|g 5‘4&5 1] Iﬁv|f 3|3_J -ﬂ‘ﬂﬂph’nns...!@)HElp
» .
Bec...
Subject:
(Normal (s || Arial vov|lA BT Us == = i= & 5= 1 W
https: [ weebrnail, nmci.navy. milfexchange) Urknown Zone (Mixed) #100% -
2. The FI nd Narres — Web /] Find Mames -- Web Page Dialog x|

Page Dl al Og W| ndOW Find names in: |Global Address List ;l
appears. Click in afield Display name |
and type the Last name: |smith First name: |jack

. Title: I Alias I
CorreSpondl ng Company: I Department: |
|nformat| on. Office: | Ciby: |
Click Find. The search ) [5nd
reﬂjlts dlq)l ay |n the Mame Phaone Alias Office Job title Company
lower portion of the
window.

Note: If more than one
name appearsin the
window, carefully review
the information for each
individua to identify the

R Add recipient to... Ta | e | Bcc | Froperties. ., | Close |
correct person to recelve
the message.
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Seps
3. | Click the name. &dd recipient ta... Ta I ol | Eicc | Properties. ., I Close |
To add the person to the
field; click To, Cc, or . .
Bce. Field  Function
Close. Cc Adds nameto the Cc... field
Bcc Adds name to the Bcc... field

9.2 Removing Names from E-mail Messages

To remove names from e-mail messages, perform the step in Table 18.

Table 18: Removing Names from E-mail M essages

Seps
1. | Right-click the name of Tn WHoreport i
the person to be removed. Properties...
Select Remove. e | Add To Contacts
The name is removed = |
from the field. e,
Subject:
Atkachrments: |
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10. APPLYING OPTIONS TO AN E-MAIL MESSAGE

This section describes how to apply different options to e-mail messages before sending them.

10.1 Marking an E-mail Message as Important or Sensitive

A message can be marked as important or sensitive, which allows the recipient to properly
handl e the message after receipt. To mark an e-mail message as important or sensitive, perform

the stepsin Table 19.

Table 19: Marking an E-mail Message as | mportant or Sensitive

Seps

1.| Create a new message.

Click Options....

_|5end:|_ﬂ = :_@ < IE;/I 't i :'ﬁ_l #-11 =] options... | & Help

3.| The Message Options —
Web Page Dialog window
appears.

Under Message settings,
in the Importance drop-
down list, select the
desired message
importance level.

<} Messzage Options -- Web Page Dialog

~Message settings

Importance |Marmal - I

Sensikivity :

.

~Tracking options
| Request a delivery receipt for this message

r Request a read receipt For this message

Close |

4.| Under Message settings,
in the Sengitivity drop-
down list, select the
desired message
sensitivity level.

Click Close.

<} Meszage Options - Web Page Dialog x|

~Message sethings

“J ImpartancelNarmaI 'I
- Sensikivity INu:urmaI 'I

messzage

r Request a read receipt For this message

Close |
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Seps

Note: When composing a message in OWA it does not display the Sensitivity field. However,
recipients can see the Sensitivity field in Microsoft Outlook only if they have customized their
current view in Microsoft Outlook to display the Sensitivity field.

B4, |¢| [ | 3| From | Subject |sent  © |Size | Sensitivity % =
¥ (=1 Homepork Enowledge Manager Mew Message Thu 10/12/2006 11;12 AM 3 KB  Confidential y —I

10.2 Setting Up Notification Messages

OWA can be customized to notify the user when an e-mail message is delivered or read by the
recipient(s).

To set up notification messages, perform the stepsin Table 20.
Table 20: Setting Up Notification M essages

Seps
1. | Create a new message.
Click Options.... |_|Send||ﬂ = |_ﬁ 0 |E/| (! ||:;'|_1 41) +] options... | @ Help
Webpage Dialog window be: | Message Options -- Webpage Dialog E]
appears. _g httj:_us_:ﬂwabmail.nmci.navymil;'exch_anqg_)‘ V ﬂ
Under Tracking options, :
click a checkbox as g N —
follows: , j Irrwtamefm- ¥
e Click Request a Sensitivity | Normal vl
delivery receipt for Tracking options

this message to be

notified when the Request a delivery receipt for this message

recipient receives the Request a read receipt for this message
message.
e Click Request aread E cedaty

receipt for this 9[3 [LJEncrypt message contents and attachments

me_SS_agetobe - DAddadigitalﬂgﬂ&uetnﬂﬂmessage

notified when the

recipient actually

reads the message.

Ihttps:ﬁwebmail.mci.naw & Internet ﬂ

4. | Click Close.
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10.3 Creating an Automatic Reply Message
OWA can be prompted to automatically reply to messages when the user is out of the office.
To create an automatic reply message, perform the stepsin Table 21.

Table21: Creating an Automatic Reply Message

Seps

1. | Click Options. O A ——

= _Inhm-t

j Calendar

£—| Contacts

J Public Folders

3 Rules

2. | The Options window appears.

[ Folders &~ |ied Save and Close dlose| @) el ) Log OFF
E=] =i A
5 Calendar Out of Office Assistant

] Contarts
7] Deleted Ttems (13)

ently in the office

ently out of the office
ach sender with the Following texct:

of the office without sccess to email ﬂ
o your emal as soon as Treturn,

|

5 Sent Items || Messaging Options

/] Tasks

. j P;.h."( — ail editar Fort: ,‘mm—mwal‘ Choose Fort..

|_9 Rules Reading Pane Options

_j Options [ =] € markitem displayed i reading pane asread - =l
3. | Under Out of Office Assistant, Out of Dffice Assistant

click to select the l’'m

currently out of the office |- = I'm currently in the office

radio button. % I'mcurrently ouk of the office

4. | In the Message window, type
the response that you want
automatically sent to peers.
Click Save and Close. AutoReply only once to each sender with the Following bext:
The. mes’me is saved and the I will be out of the office without access to email ﬂ
Options window closes. The Friday, May 26.
typed response is I will respond to wour email as soon as I return, ll
automatically sent to anyone Man 3.

who sends a message while
the user is out of the office.
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5. | To turn off the Out of Office Assistant, return to the Options window, click the I'm
currently in the office radio button then Save and Close.

10.4 Adding an Attachment to an E-mail Message

OWA allows a user to add an attachment to the e-mail message. However, before beginning, the
path of the file must be known. The path isthe drive letter, folder, and subfolder(s) that contain
thefile.

To add an attachment to an e-mail message, perform the stepsin Table 22.

Table22: Adding an Attachment to an E-mail M essage

Seps
1. | Create a new message.
ClICk e'ther the éJSend|H = |g ‘.?E‘,v‘ 1t 8 |:j Options...| @) Help
Attachments: button or =
the Insert File toolbar =
button. (The paper clip). Bec..
Subject:
[omal <] A [arial Zl[=l A BT U== ==& :&1m n
3. | The Attachments — Web 3 Attachments - Web Page Dialog B . x|
Page Dialog window @ Heb
ears.
app Choose a file bo attach:
Click Browse.... | Browss...
fttach
Current file attachments
_ Cow |
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4. | The Choose file window
appears.

| e« ®= ek E

x|

File name: I

Files of type:

| Files )

j Open I
=

5. | Inthe Look in: drop-down
list, locate the file to
attach to the message.

Look in: | = Local Disk [C:)

| e®ekE-

Cancel |
7
22X

] Desktop

3 My Computer

ﬁ 3% Floppy ()

= C_WEK ()

] o

2 end user docs on 'Ushrscs102...,

2 cecét3$ on Ushrses201' (L)
Iy Network Places
iy My Documents
(Z] Contact Us_files
(C] Directions - The Marriott Ranch...
D MSM MapPoint - Direckions Resu...
[ New Erisfcase

File name: I

Ll L

Files of type: [ & Fies (=)

Open I
Cancsl

Z

6. | Click thefileto attach to
the message.
Click Open.

Choose file

Look jn: I i3 Erterprise Training & dwareness

=l &« &ctEr

EE3

=] ACGCACSetup
""" CAaCSetup
UAIF-LISN v

File name: [LiaIF SN v i I T
Files of type: | &0 Files ) =l Cancel
7
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7_ The path and name Of the } Attachments -- Web Page Dialog
fileisdisplayed in the @ tilp
Choose a file to attach:
fl el d_ IC:'l,Documents and Settings!, richard.a anders 1My Documents\Enterprise Training & Erowse‘
.
Click Attach.
Remave |
Close |
8. | Thefileismoved to
Current file attachments iy
at the bottom of the
W| ndOW | Browse... |
After thefile displaysin ot |
the Current file
attachments window, P s e o
click Close.
9. | The attachment is added /3 Untitled -- Message - Microsoft Internet Explorer provided by NMCI
to the message. =1 Send‘ﬂ =&Y 0 |8 | ¥ & |21 optiors... | @ Help
To..
Cc
Bre,
Subjeck:
) UATF-USN v4.doc{ 112KE) <
frormal =] A Al ~lliu=l A B T U=
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11. USING THE OWA CALENDAR

This section describes how to use the OWA calendar.

11.1 Scheduling an Appointment

OWA allows the user to schedule appointments or create reminders to ensure that important
dates, meetings, etc. are not forgotten. Group meetings and invitations sent to the attendees can

also be created.

To schedule an appointment, perform the stepsin Table 23.

Table 23: Scheduling an Appointment

Seps
1. | Click the down arrow e
beside New. Click el _
Appointment. Message
appointment
Conkack

R B B

Diskribution List
Task
Folder

2. | Inthe Subject: field, typea :
brief deg:ription of the | Save and Close%j" (i)

/3 Untitled -- Appointment - Microsoft Inlei‘hdf:EﬁiEfﬁ!ﬁig'

§oas

=101 x|

QRecurrence...IEﬂInvite F\ttendees| f & | ) Help

appOI ntment. Appointment | Availability: |

Subject:

Laocation:

Attachments: I

3. | Inthe Location: field, type

4} Untitled - Appointment - Microsoft Intamﬂ'lﬁapht 2 [
where the appOI ntment will | . save and CIDse% = IO Recurrance. ., !j Invite F\ttendeesi t 3 i @) Help

=3l x|

be held Appointment I Availability I
Subject: :
ILcu:atinn: I
Aktachments: |
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Seps

4, If the appOI ntment will last /3 Untitled -- Appointment - Microzsoft InlemﬁtEnplﬂl =101 x|
al day, click the All day s Save and Clusei=j i i{} Recurrence. .. !;‘:.:—;‘]Invite .ﬁ.ttendees‘ | o | &) Help
event checkbox.
Otherwise, ensure that the
checkbox is empty.

Appointment !Availability |
Subjeck:

Lacation:

Attachments: |

Start time: [Thu 10/12/2008 R EE =W Aiday event |
End time:  [Thu 10/12/2006 = J3:00Pm .|

¥ Reminder: |15 minukes -I Show time as: IBusy -I

&) |_ |_ E | Internet
5. | The Sart time: and End time: fields default to the current date and time.
6. | To adjust the start date and

BN

ti me, click the down arrow /2 Untitled -- Appointment - Microzoft Internet Explore =10l =l
at the end Of the Sart tl me: |zl Save and Close | (=4 [l |[+¥Recurrence. .. ;‘;;?ﬂlnvite attendess| ¥ 4 ‘ &) Help
field and click the month Appointment I #vailability |
the appointment is Subject:
scheduled to begin. L ocation:
Note: To change months, Attachments:
click the forward and Start time: [Thu 10/12/2006 [Jz:z0pm | anday event
backward arrowsto the left | =~ endtime: [« octoberzoos = = f3:00pm |
and right of the name of PMTWTFS
12345687
the month. B 9101112 13 14 =]
15 16 17 18 19 20 21
On the calendar, click the ZoHmna®
date the appointment
begins. The selected month =
and date will be displayed @] Dore T B [@ nemet v
in the Sart time: field.

7. | Click within the Sart time: field. Type the time the appointment begins. The entry should
bein the following format: HH:MM AM or PM.

8. | If the appointment will last all day, click the All day event checkbox. If not, click within
the Start time: field.
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Seps
9. | To adjust the end date and
time, click the down arrow
at the end of the End time:
field. On the calendar, Start time: [Thu 10{12/2006 2:30 PM [ aid 3
. ark cirme: (i) i B b 3y even
click the date the End time: |Thu 10/12/2006 B Ell

appointment ends. The
selected month and day
will be displayed in the
End Time: field.

10. | Click within the End time: field. Type the time the appointment ends. The entry should be
in the following format: HH:MM AM or PM.

11. | Click the Reminder W Reminder: |15 minutes =]
checkbox to be reminded B minutes .

prior to the appointment. In |10 minutes
the drop-down list, select a 15 minukes

reminder time. 30 minukes
1 hour

Z hours

4 hours

& hours

0.5 daws

1 day ]
2 days 2

12. | Inthe Show time as: drop-
down list, select the desired

Shaws kime as; | Busy ;l
option. |

Ck af office

N Ot e- Whm anothaa u%r /3 Untitled -- Appointment - Microsoft Internet Explorer provided by NMCI 10| x|
) . - “=dsend _‘ﬂsave|-j @ ‘R/ |1:}Recurrence.‘. LECancel Invltatlon‘ 13 | @) Help
checks your availability, they s .
. A ppointrent | Availability ‘
will be able to determine whether | e
you will be out of the office,

‘1234567891011121234567891011
Iy L |

All Attendees u L__ N |
busy, and so forth, based on the —]
k Homeport_KM [ ]
option selected. T s Trari R
User, Sally
< 2
[~ Tentative B Busy B Outofoffice 55 No Information
Stark time:  [Thu 10122006 M R |
End tme:  [Thu 10122006 Jmoapm -
[ @] https:/webmal. nmecinavy.mil fexchange/Drafts/ [7O0FD 1 15-4F08-42F 1-BD CAE [ [ 2 @ Intemet 4

13. | Click Save and Close. The appointment is added to the user’ s calendar.
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11.2 Scheduling and Inviting Individuals to an Appointment

OWA dlows the user to schedule meetings, send invitations to participants through e-mail which
places the meeting on each participant’ s calendar when the invitation is accepted or accepted as

tentative.
To schedule and invite individual s to an appointment, perform the stepsin Table 24.

Table 24: Scheduling and Inviting Individualsto an Appointment

Seps

1.| From the menu, click the down arrow beside New. Select Appointment.

In the Appointment
window, click Invite
Attendees.
Additional fields are added A saveandClose 4 U ¥Recurrence...| Finvite Attendess| 1 4 | @ Help
to the window (refer to
Table 25: Appointment
Fields and Descriptions).

3 Click the Availabi I Ity tab ’3 Untitled -- Appointment - Microsoft Internet Explorer provided o ] ]
= 5end |l Save | = 0] ;Q/-ORecurrenca.‘.;L.:iCancel Invikation |
| Appainkment
. ThursdayOctober12,2005 .
|1234567891011121234567891011
.......................
Al Attendess = -
Sith, Tom L] - |
Homepart_krM u |
NMCI User Training R P o D D
User, Sally
= 2
[T Tentative B Busy M Outofoffice E¥ Mo Information
Start times [Thu 10/12/2006 Jzaaem |
Endtime:  [Thu 10/12/2006 = Jzmoaem |

4.| The Availability window displays the invited attendee’ s availability. The selected start time
for the meeting displays as a green vertical bar and the end time displays as ared vertical bar.
To determine an attendee’ s availability for the meeting, look at the boxes that correspond
with the attendee’ s name. If a box falls within the time frame selected for the meeting, the
participant has a conflicting meeting scheduled. Match the color of the conflicting box with
the key in the lower portion of the window. If key attendees are busy, a new day and time for
the meeting may need to be selected.
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5.1 Click the Appo| ntment 2} Untitled -- Appointment - Microsoft Internet Explorer provided by NMCI
tab. H Save and Close!-j lm |0 Recurrence. .. !iﬂInvite .ﬁ.ttendees| P 3 | & Help

Appointment .Cwailal:uilityl

Subject:

Locatian:

Artachments: |

6.| In the Message field, type any additional information needed for the participants with regards
to the meeting invitation.

7.| Click Send. Theinvitation is sent to everyone listed and the appointment is added to the
user’s calendar. As each user accepts the appointment, it is added to their calendar.
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11.3 Appointment Fields and Descriptions

Table 25 describes each appointment field and the action description that accompanies that field.
Use this information to add more detail to an appointment.

Table 25: Appointment Fields and Descriptions

Field Name Description

Required... Type the names and e-mail addresses of each attendee required
to participate in the appointment.

Within the Required.. field, type the display name or e-mail
address. Enter a semicolon between each entry.

OR

Click Required... to display the Find Names — Web Page
Dialog window to perform a search for the name and e-mail
address of the attendee.

(= Send [l Save

=M ‘E/‘ORecurrence... 5 Cancel Irwitation| ¥ & ‘@)Help

Appointment | Availability

Required. .. | |
Cptional. .. |
Resources... |

v Request Responses

Optional... Type the names and e-mail addresses of optional attendees, as
needed.

Resources... Type the name or e-mail address of the resource mailbox. When
you want to schedule a resource such as a conference room or
overhead projector, you invite the resource to the meeting. The
invitation is accepted if the resource isfree, and the meeting is
automatically entered in the resource’ s calendar.

Subject: Type the subject of the appointment.

Location: Type the location of the appointment.

Sart Time: and End Time: Type and select the start and ending dates and times for the
appointment.

Reminder: Check this box to be reminded before an appointment and then
select when to receive the appointment reminder.

Show time as. Select the desired appointment time status.
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11.4 Scheduling Recurring Appointments

If a specific user is responsible for managing a group appointment that occurs at a regular
interval (e.g., aweekly staff meeting), the Recurrence feature can be used to automatically
schedul e a recurring appointment, send out the invitation, and place the appointment on the

calendar of each attendee. The user can also use the recurrence feature to have a series of

appointments placed on the personal calendar.

To schedule recurring appointments, perform the stepsin Table 26.

Table 26: Scheduling Recurring Appointments

Seps

Create a new appointment.

Click Recurrence....

i—15end (g Save

= @ ‘&/ |1.".\' Recurrence...l;ﬂ Cancel Invitation

1§ ‘@)Help

The Recurrence pattern —
Web Page Dialog window
appears.

The appointment Start: and
End: timefields are pre-
popul ated.

L ocate the Recurrence
pattern section of the dialog
box.

The Recurrence pattern
sectionisdivided in to two
frames.

Frame 1, on the left,
contains four options:
Daily, Weekly, Monthly,
and Yearly. The option
selected in frame 1
determines what displaysin
frame 2, on the right. For
example, if Weekly is
selected in frame 1, weekly
options display in frame 2.

3 Recurrence pattern -- web Page Dialog

 Appainkment Eime

Start; [2:00 &M - End: [3:30 am =l
— Recurrence pattern
L Daily Recurs every Il_ week(s) on
o feekly - Sunday [ Monday [ Tuesday | Wednesday
8 Monthly v Thursday | Friday | Saturday
L early

r— Range of recurrence

Start: [Tho 3/1/2007 | % Mg end date
' End after: IlD OCCUrrEnces
€ End by: [Fri 6i1/2007 |

[o]4 Cancel Remove Recurrence I
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11.4.1 Daily Option
To use the Daily option, perform the steps in Table 27.
Table 27: Daily Option

Seps

1.| The Daily option includes x
R ppointment time
two (2) selections: Every N e — - E—
< > ~ Recurrence patkern
number> day(s) and iy ¢ e oo

Every Weekday.  weekly - Every Wieekday

- Monkh

- [aarly’y

[ Range of recurrence
Stark: [Fri 10/132006 - & g end date
" End after: IlD QCcurrences
£ Endby: [5at 1/13/2007 |
Ok I Cancel I Remove Recurrence I
2.| The Every <number>
1 Appointment: time
day(S) field allows the user {s;.::: o:00 AM | End; [2:30 M =l
tO type the number Of da.yS — Recurrence pattern
between each appointment. 2l it Wh—m ot
. Weel * Every Weekday

For example, if the € Morthly

@) Yearly

app0| ntment occurs a/ery  Range of recurrence
fourth day , type 4inthe Start; [Tue 10/31/2006 | ' Woend date
fl el d " End after: IID ocEurrences

' Endby: [wed 1/31/2007 j

OK Cancel | Remove Recurrence I

3. The Every Wed(day Optl On 3 Recumence pattem -- Web Page Dialog

. . Appaintment time
allows the user to indicate [ r—] T ED B

Whether the appOI ntmer]t — RecUrrence pattern

R & Daily { Egaryll day(s)
will occur every weekday. C sty
No appointments are e

SChajU| ed on Saturday or  Range of recurrence
Sunday start; [Tue 10/31/2006 | & Mg end date

 End sfter: IID— OCCUFPENCEs
© Endby: [wed 1/31/2007 j

OK Cancel Remove Recurrence I
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11.4.2 Monthly Option
To use the Monthly option, perform the steps in Table 28.
Table 28: Monthly Option

Seps
1. | The Monthly option

H H . Appaintment Eirme
includes two selections: [s;f: Er— =
Day < number> Of a/ery [ Recurrence pattern

 Daily & Day |1 aof every |1 monthis)
< number> rmnth(s) and 0 Weekly (o TthFirst -”Thursday - |of everyll monthis)
The (week) (Day) of every & g

0 Yearly

(number) month(s).

i~ Range of recurrence

Start; [Tue 10/31/2008 | @ Mg end date
' End after: IIEI_ OCCUFTEnces
' Endby: [wed 1/31j2007 |

O Cancel Remove Recurrence I

2. | The Day <number> of

[~ Recurrence pattern
eVery <nurrber> mnth(S) £ Daily I(: Diar 14| of everyll monthis) I
Opt|0n alIOWS the user to " weekly 1 The | first ;I |Fridav ;I of ewery |1 raankhis)
type the day of the month & Manthly
on which the appointment " vearly
takes place.
3. | Click within the Day field. e o
Type the day of the month : ia”‘f“ ; Dﬂ?j T;rvdh - m_l = —
the appOI ntment occurs. - ;::th\l,; The |firs - ednesday = | of every mionthis)
Click within the Month C Yearly
fleldt.r;l' be; the numt;]er of For example, if the appointment occurs every month, in the
months between eac month(s) field, type 1. If the appointment occurs every other
appointment.

month, in the month(s) field, type 2.

4. | The The (week) (Day) of
e\/ery (number) rnonth(S) = Doaily i Day |14 of everyll monthis)

Optlon allows the user to ' yieekly I'F The |first ;I |Wednesdav ;I of every |1
select the week, day of the & Manthly

week and how often the 0 Yearly
appointment takes place.

Recurrence pattern
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Seps
5. | Click the down arrow in the | ~ Recurrence pattern
week field. A drop-down “ pay Cogls ofevery[l months)
list of Options di Sp| ays ' Weekly @& the [first = | |Wednesday =] of svery |1 monkh(s)
_ _ ' & i e [
Click the option that o oo
indicates the week the E = fourth |

oi ntment will occur. . . : .
P For example, if the event will occur the first week in every

month, click first.
If the event will occur the last week in every month, click last.

1 1  Recurrence pattern
6. | Click _the down arrow in t.he A o ot ovry [— rorts
Day fldd A dI‘Op-dOWI’] I|$ ' weskly & Thglfirst ;l Wednesday ;lof everyll monkh(s)
of options displays. & Honthly T
. C tearl weekend da
Click the day the . ey
appointment will occur. .
Thursday
Friday
Sakurda
7. Inthe month(s) field, typea - The_lfirst v | |Friday | o every mnnth{s}
number to indicate how _ _
often the appointment will | FOr example, if the event will occur every month, type 1. If
oceur. the event will occur every two months, type 2.
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11.4.3 Yearly Option
To use the Yearly option, perform the stepsin Table 29.
Table29: Yearly Option

Seps
1.| The Yearly Option includes = Recurrence patkern
two selections: Every  Day " Every [February =] 25
<M0nth> <date> and 0 wWeekly [ Thgllast ;I IWednesday ;I 0F|February ;I
<week> <Day> of S
<Month> * fealy
2. | Inthe Every <Month> — Recurrence pattern
<date> field, click the ' paily & Eyery [February =] Jo8
down arrow in the Month © weekly € The[WBnuary - Shnesday [ of [February <]
f|e|d o Manthly
. . & yearly April
A drop-down list of months i
. . . 5
dlspl ays. Click .the month. in s
which the appointment will September B8
CCoDer
OCCUr every year. November | ¥
3. | Inthe Datefield, type the = Recurrence pattern
day of themonth to indicate | oalv @ eyery [Fobrary =ljs | <
the date that the L Weekly L9 Thgllast v”Wednesday vIDF February =
. . L@ Tonthly
appointment will occur. & iy
4. | Inthe week field, click the
down arrow. (¥ The |second = | |Friday | of |october |
A drop-down list displays. first
Select an option. third
Fowrth
lask
5. | Inthe Day fleld, click the = Recurrence pattern
down arrow. " Daily ' Every |February =] |28
A drop—down list of days T wWeekly G Thglsecund ;l Friday ;I af IOctu:uI:uer ;I
i " Monthl dary
displays. o ;Dnl - weekday
: * Yearly weekend day
Select the applicable day of | - Es
the week. Monday
Tuesday
Wednesday
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Seps

In the Month field, click the
down arrow.

A drop-down list of months
displays.

Select the applicable month

that the appointment will
occur.

— Recurrence pattern
9 Draily

L Sieekly

9 Mankhly

" Yeatly

O EierylFebruary ;I |28

O Thglsecnnd;l |Friu:|av

;] aof | Qckober ;I
February “l

March
April

May

June
July
August

SeEtember

Movember —
December 7

Set the range of recurrence.

The Range of recurrence
field establishes a stopping
point for the recurrence of
appointments. This

stopping point will mark the
last day that an appointment
will be scheduled and
placed on the user’s (and
any attendee’s) calendar(s).
Three options are available.

Range of recurrence

Start: [Fri 10/13/2006 j

o Mo end date

" End after: IID— OCCUPPENCEs
" End by: [5at 1/13/2007 |
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11.4.4 Recurring Appointment Fields and Definitions

Table 30 describes each recurring appointment field and the action description that accompanies
that field. Use this information when adding more detail to an appointment.

Table30: Recurring Appointment Fields and Definitions

Field Name Description
— Range of recurrence
Start: [Mon 10716(2006 | & no end date
" End after: ilD— OCCUFPENCES
" End by: [5at 1/13z007 |

No end date

This option isused if an end date for the series of
appointments has not been indicated. The appointment will be
placed on the calendar indefinitely. For example, if a series of
appointments is scheduled to occur the first Monday of every
August, the appointment will be placed on the calendar every
year until the user adds an end date.

End after: <number>
occurrences

This option is used to indicate how many appointments should
be scheduled. For example, use this option if only ten (10)
occurrences of this appointment should be placed on the
calendar. To use thisoption, click the End after: <number>
occurrences radio button and type the number of appointments
that should be scheduled.

End by: <Date>

This option is used to indicate an ending date for the series of
appointments. To use this option, click the End by: <Date>
radio button, and select the month and day the appointment
recurrences are to stop.
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11.5 Modifying an Appointment
To modify an appointment, perform the stepsin Table 31.

Table 31: Modifying an Appointment

Seps
1. | Click the Calendar button. T T TR
Double-click the event to be e LA
modified. 1| calendar
| &J Contacts
z Tasks

‘i__a Public Folders

2. | Click the Open this
occur rence radio button to

change only one occurrence ] "_u, This is a recurring appointment, Do you wank ko open
of the appointment. 2 only this occurrence or the series?

<3 -- Web Page Dialog

OR « Cpen this oocurrence

Click the Open the series

radio button to change all " Open the series

recurring appointments.

Click OK. Cancel |

3. | After completing the necessary changes, click Send Update to send an updated message to
all recipients.

OR

If an update is not being sent to the recipients, click Save and Close. This saves the updates
and closes the window.
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11.6 Accepting and Declining an Invitation
To accept or decline an invitation, perform the stepsin Table 32.

Table 32: Accepting and Declining an Invitation

Seps
1. | Invitations arrivein a
user'sInbox. To i
differentiate between Supject [1]a]"
regular email and an Imitation hs0/12/2006 1022 1 B
invitation, ook at the | MenMessaae =famaport fooviedoe Tha 10712/206 1022 A4 [ R

exhibit.

2. | Toreply to an invitation, double-click the invitation. A new window appears.

3. | Click one of the
response optionsin the
toolbar.

e Accept - Indicates
the attendee plans

to attend.
e Tentative-
Ind|CaeS the e Accept| ? Tentative| X Decline|(j € ‘-._'zCaIendar...|._% ca r_'.\;;‘x |»i k4 ‘ &) Help ‘

attendee plansto
attend, but cannot
make a definite
commitment.

e Decline- Indicates
the attendee does
not plan to attend.
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4' A new me$age 4 Untitled -- Message - Microsoft Internet Explorer p =8|
Wi ndqw opens after 15end| X Den't SendResparnse =l 4 | I B, ! § 1) options...| @ riep
?;ﬁ:)trllr\l/%| tahrtehqe)on% |@ Wes, Twill attend

Ta... | Homepork KM

To...and Subject: fields
popul ated. |
In the Message field, SE:_"'P e
add any add|t|0na| ubject: ccepted: Mew Meeting
information or Whan: Thu 101242006 10:30 AM - 11:00 AM
CommentS Location: Building 101 Canference Room

. Attachments: |
Click Send. Mormal =] A |arial ozl A B T U== =

)
|2:| FI_E|Q Inkeret v
Note: If the Accept or Tentative option is selected, the appointment is automatically added to

the user’ s calendar and the invitation is removed from the Inbox. After this occurs, view the
invitation by locating and double-clicking the appointment in the calendar.

11.7 Calendar Toolbar Buttons and Definitions

Table 33 contains detail s about each of the buttons on the Calendar toolbar. To view the details
of a specific appointment, double-click the appointment so that it appearsin a new window.

Table 33: Calendar Toolbar Buttons and Descriptions

Button

Description

] New = |-j X |Tnda~f!ﬂ 7] 3_=1'||Ji £ a |iL.IJ|@}Help

Create anew Message,
Appointment, Contact,
Distribution List, Task,
or Folder.

ENEW x

i

;ﬁmew b

Message
Appoinkrient
Zonkack
Diskribution Lisk
Task,

Folder

LP o s [

Print the selected calendar item.
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Button Description
3 Delete the selected calendar item.
Today Go to Today in the Calendar.
EE Calendar
Etew ~ | X | Today T 7 3 2 * | Give ) Lo
Friday, October 13, 2006 1 Dchober 2006 3
a :I S M TWTF 5
8
i 3 4 5 &7
o 8 9 10 13 121314
Q 15 16 17 18 19 30 21
22 X3 2O X6 T
aM &8 30 31
= . . . 1o Iﬁ;mmummwmpmm.&rwmrnm'mtm|
i'l Switch to Daily View. n
11
IZM ||
1PH
2PH

Switch to Weekly View.

[ calendar
THnew = |4 ¥ | Today 1 7 51

O 2 || @ Help

.j Log OFf

Cctober 09, 2006 -

October 15, 2006

4 October 2006 3

Monday, Ockober 09

olumbus Day (United States)
9130 AM - 10:00 AM T Scheduls training
3:30 PM - 3:31 PM ¥ Timecard1l

Tuesday, Cctober 10
3:00 PM - 3:30 PM B 2 Fw: Cert Statu
3:30 PM - 3:31 PM ¥ Timecard!!

Thursday, Cckober 12

10:30 AM - 11:00 AM T New Meeting (B4
130 PM - 2:30 PM 8 % P Al Hands 1]
3:00 PM - 3:30 PM & 43* P Cert Statu
3:30 PM - 3:31 PM 2 Timecard!!

S M T WTF 5

1 2 3 45 6 7
& 9 10 11 12|E|14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
28 30 31

10:30 AM - 11:00 &M ¥ Updated Help Def

‘Wednesday, Cctober 11
3:30 PM - 3:31 PM ¥ Timecard!!

Saturday, Ockober 14

Sunday, October 15
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Einen - | X | odey | (7 B0 | 20 2 1D @hiep _ILog off
October 2006 4 October 2006 4
Sun Man Tue ‘Wed Thu Fri Sat S MT W T F oS
Sep 24 S 3 27 £ o] a0 24 25 26 27 28 20 30
930 AR Sch3:00 PP FW 3130 PM Tin| 1130 PM P
3:30 PM Tire| 3:30 PM Tir 3:00 PM Wt l28da367
%30 FM Tin 8 9 10 11 12@14
el 7 5 a g 3 = 15 16 17 16 19 20 21
30 Ak Uip | 3:00 PPyl 3:30 PM Tin L:00 R chl 2z 23 24 25 26 2T I8
330 PM Tire|3:00 PM Lip 200 FM P
330 PM Tin 330 PM Tir DAl i o2 9 A
330 FM Up
) & 1 10 1t 12 14
Swi tch ToM Onthl y alrnbus D 3:00 P Fy[3:30 PM Tin| 10:30 AM 1
31 2130 A Sct 330 PM Tim 1:30 PM P,
V' 330 PM Tirr 00 M P
I GN 3130 PM Tirr)
15 16 17 1a 13 n 1
330 PM Tire 3200 PP Pyl 101530 AM B| 1:00 RM chl
330 M Tim| 2130 PM e 3:00 PM Fi
3130 PM Tin| 3:30 PM Tin
2z 23 24 S 2 27 Ez
9230 AR SeH3:00 PM 3230 PM Tin| L:30 P4 P
3130 PM Tirr| 330 P Tin 00 FM i
3130 PM Tirr)
] 30 al Mo 1 2 3 4
3:30 PM Tirr Halloween ¢|3:30 PM Tir| 3:00 PM P,
3:00 PM P\ 3:30 PM Tirr,
3130 PM Tirr)

=3 Check for New Messages.

; Search : Dutlook Web Access - Microsolt Inteinet Explorer provided by HMCI

@ Help

Type the words vou want to search For, and then click "Find Mow."

‘You are searching this folder:  Calendar
[T Search Subfolders

Look in the Subject For these wordis):

[ Also search message body

From:

-y Search Calendar S|
"; folders and subfolders. '

Search Results:
3

% Calendar

There are no items ko show in this view,

&] Dene N T
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Button Description
a Reminder -- Web Page Dialog
There are no reminders to show,
| |Subject Due In
L View Reminders

Dismiss &l |

Click Snooze to be reminded again in:

wren ke | [U]EmES I

|5 rhinukes ;l SEHEE |
Close |
a Find Hames -- Web Page Dialog
Find names in: IG\UbaI Address List =1
Display name I
Last name: First name:
Title:! Alias:
Company': Departrment:
Office: ity
Find
Marne Phone Alias Office Job title: Company
[Lid Address Book
Add recipient to... [HewFIEssa0e Properties, I M
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Button

Description

&) Help Help

Outlook Web Access

£ Gutiook Web Access

Getling
Started

Inbox

Calendar

Contacts

Tasks

P

] Getting started
Ll Security and privacy
o Exchange folders
# gutlook toolbars
 accessibi ity
About the Inbox
E Working with messages
o Creating new messages
] Working with attachments
About Calendar
] Working with Calendar items
E Planning meetings

el Working with recurring items
About Calendar reminders

About Contacts
L Creating contacts
H Working with contacts

About Tasks

H rraating backs

d |

About Calendar =

The Microsoft Office Outlock Web Access Calendar
sllaws you to creste and track appaintments. You
can also organize and schedule mestings with co-
workers, and then updste or medify the infermation
(time, lacation, or attendees) as required, When
you use Calendar to keep track of your mestings
and appeintments, co-workers can check your
suailsbility for their sun scheduling purposes.

In addition, all appeintments and mestings can be
sst as recurring, meaning they occur on a regular
basis, For example, you can schedule a recurring
status meeting that oceurs every Wednesday at
2:00 P.M,

To apen your calendar, dick Calendar in the
Mawvigation Pane,

Yiew your schedule

You can customize Calendar by clicking one of the -
fallowing buttons on the Calendar toclbar, Thess

buttons detsrmine how many days are visible st one
time. To view a different day, select a date from the
manth view to the right of your calendar.

view  Description

Daily  Displays all appointrents snd reetings
far the current day. This is the default

E calendar view.

Weekly Displays all appointrnents and rmestings
o) for the current wesk.

Monthly Displays all sppointrnents and rmestings
=0 for the current month.

@ Done

KN

,_ ’_ E |i Intermet
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12. FOR MORE INFORMATION OR ASSISTANCE

e Click the Help link located on the Outlook Web Access message menu bar.
e Visit the NMCI Homeport web page at http://homeport/ or
https://www.homeport.navy.mil/training/index.aspx.
e Contact the NMCI Help Desk by telephone at (866) THE-NMCI / (866) 843-6624 or by
e-mail:
0 Marine Corps. mailto: HelpDesk_USMC@nmci.usmc.mil
o0 Navy: mailto: HelpDesk_Navy@nmci-isf.com
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